QUESTIONS

What is ERO or “eSchools”?

ELECTRONIC REGISTRAR ONLINE
(a.k.a. €Schools)

For New Employees

(Updated July 2010)

Page ‘

What will eSchools do for me?

How do | access eSchools?

When will I get access to eSchools and how do | actually login?

How do | register for a workshop?

How do | drop a workshop for which I'm registered?

How can | check my transcript in eSchools?

What if | forget my PIN?
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Who uses eSchools?

10. What information does eSchools contain?

11. Who is in charge of eSchools?
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12. How can | get credit on my transcript in eSchools for credits |
earn outside of WCPSS? (e.g. credits from my previous
teaching job in another district)
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QUESTIONS

1. What is ERO or
eSchools?

NOTE: Most
people in WCPSS
call it

eSchools

ANSWERS

To track all credits earned toward Teacher Licensure and Renewal
WCPSS uses the internet-based software program called Electronic
Registrar Online (ERO)

m WAKE COUNT Y RS e
Home

PUBLIC SCHOOL SYSTEM

1 |

from the company called eSchoolSolutions

eSchools is the software of record for all licensure renewal credits and is
used by ALL WCPSS employees to register for and track their attendance
at workshops/trainings/meetings.
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QUESTIONS

2. What will
eSchools do for
me?

eSchools for New Employees

ANSWERS

WAKE COUNTY syl el

PUBLIC SCHOOL SYSTEM

1

Chrys Browne,
Welcome to the Electronic Registrar Online

Announcements

ANNUAL CLERICAL SUPPORT STAFF TRAINING INSTITUTE - Friday,
For Assistance: Contact your August 1, 2008 at Athens Drive High School from 7:30-4:30 Open to all
System Administrator employees in clerical support positions. Workshop sessions include finance
human resources, communication. technology, health/wellness, cultural
diversity, organizing an office. and much more. Session registration details
will follow. Must secure supervisor approval before registering.

REMEMBER CREDITS WILL NOT APPEAR ON YOUR TRAMSCRIPT
UNTIL YOU SUBMIT AN EVALUATION As soon as attendance is marked
for your workshop, be sure to click on the "My Evaluations” tab of this page
to complete a workshon aoenda

Once logged in to eSchools click on the following tabs to:

1. ] ] Search for and register for training or
meetings.

2. I ] Check training for which you are already
registered

3. l ] Check on training which you’ve completed

4. I I Check on your profile information

5. l ] Evaluate training you've completed

3. How do |
access eSchools?

eSchools is an Internet-based software program that can be
accessed from any computer that has a connection to the
Internet.

There are links to eSchools from the WCPSS 1) Internet and 2) Intranet.

1. From the Internet (e.g., computers not at school):
e Go to the WCPSS Internet Homepage (http://www.wcpss.net).
e Scroll down until you see the link on the left for Staff
e Click on the dropdown box and select eSchools.

2. From the WCPSS Intranet (computers at school):
¢ Go the WCPSS Intranet Homepage (http://www2.wcpss.net)
Click on Business Applications
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QUESTIONS

eSchools for New Employees

ANSWERS

WAKE COUNTY

PUBLIC SCHOOL SYSTEM

Board Policy Business Applications ~ ©  Departments Forms  : Schools
INTRANET E-Mail : Help Desk Paystt:
Home Page
Search:
Thursday, July 29, 2010

{ I WAKE COUNTY ¢
Coming Events WCPSS and Rex Blood Services Blg FURLIC SCHOOL $YSTEM
Administrator Events July 29 3 Toed f
T WCPSS and Rex Blood Senvices will be conducting two ”
£ Thursday, July 29 atthe Central Operations Complex an:
Employee Calendars Info
School Calendars
Vi

oicemail Maintenance Scheduled
[P e P S ety

e Click on the link for ~ £5¢hools

4. When will I get
access to
eSchools and
how do | login?

Information on all new employees is loaded into eSchools on the
Friday after you begin in your position with WCPSS.

To log in after that, follow the instructions in #3 to get to the login page:

T RTINS e e electronicregigtrar
PUBLIC SCHOOL SYSTEM

Bookmark this page

Welcome to the Electronic Registrar Online
Wake County Public School System (If this is not your district, click here.)

Login Don't have a PIN? | Forgot your PIN?

NOTE:

e User ID: 6-digit WCPSS employee number (that's the number
you will use to check your paystub online.)

e PIN: last 4 diqgits of your social security number. (You may reset
your PIN to another 4-9 digit number of your choice after you log
in.)

Type in your 6-digit WCPSS employee number.
Type in the last FOUR digits of your social security number (or whatever
PIN you’ve changed it to)

i NS e g felectronicregistrar
L_ | PUBLIC SCHOOL SYSTEM :

Bookmark this page

Welcome to the Electronic Registrar Online
Wake County Public School System (If this is not your district, click here.)

Login Don't have a ? | Eorgotyour PIN?
P

Click on the button.
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5. How do |
register for a
workshop?

A. Choose a
search
parameter

eSchools for New Employees

ANSWERS

Click on the Course Catalog tab.

Search for courses by
e Curriculum - using the drop down list of subject areas.

e Credit type - (e.g. reading, technology) using the dropdown list of
credit types.

Course Code- (e.g. TECH65325) or Title (e.g. Teaching AP Calculus)
Session (SRN) - (e.g. 286532502)
Start Date Range — (e.g. From: 08/21/2008 To: 08/22/2008)

Home QEEINEGRETELL M My Current Schedule My Transcript My Profile My Program.

Search for district courses View Sch

[ uein] ]
T ] 3
comcmares] |

o] |

S s e :

Start Date me;| ”* Tu:| | i
(MM/DDNY YY) :I (MWDDAYYY)
Advanced Search

B. Review the
search results

After you select a search parameter, click on the button.

T o] 3
T o] ]
Course Code or Title: I:I
—
A

Session Budget Code: |

=L From:[05/19/2008 |E| To: [0/21/2008 |E|
Range, (MDD YY) (MMDDYYY)

Advanced Search

08-09 Social Work Kickoff Meeting-Aug 21st CASS45905 Thu 08/21/08

Register
AEROSPACE. DRAFTING. PRINTING GRAPHIC VOC52184 Wed 08/20/08  Register
Annual K-12 Healthful Living Staff Development Da: HL55610 Wed 08/20/08  Reqister
Blue Diamond - Basic Training for School Contacts TECHB4337 Thu 08/21/08 Register
BST Middle and High Behavior Support Program SPED89131 Tue 08/19/08 Register

Review the list of course titles that appear below.

Click on the title to see detailed course description and dates/times it is
being offered.
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C. Reqister for
the Session (or
not)

D. Track
workshops
for which
you are
registered.

eSchools for New Employees

ANSWERS

Review the Course Information at the top of the page. This will include
the course content.

Review the Course Sessions (dates, times and location where course will
be offered)

NOTE: Scroll down the page to see if there are other sessions
offered on different dates.

Selict a sessian by clicking on the green circl kabeled "Rogister
W enroliment in & $esseon musl be approved. chek the green crcle labeled “Request Envollment ~

(Courss Information

(ST vocs2iet

[0 | AEROSPACE, DRAFTING, PRINTING GRAPHICS
Monthly meetngs from 3.30-5.00 a1 vanous school sites TBA. Lectures, demonstrations. and panticipation of attendees
in vanous lopics of dscussion related to Asrospace, Drafing and Graphics

Aug 20, 2008, mesting is the CTE Convocation at Sanderson HS. NEW TEACHERS WHO STAY ALL DAY, EMAIL
IN WEBBER FOR FULL CEU CREDIT

07/14/2008 06.00 AM
" LR 093072008 0500 PM
or more dates within 3
the with follow-up

Additio SRR Call or e-mal Lin Webber § 713-0672 or
twabbarg@wepss.net o you are unable to attand
T1408

Review your registration confirmation.
i electronic

WAKE COUNT

PUBLIC SCHOOL SYSTEM
Home RITELNeGIENM My Current Schedule My Transcript My Profile My Programs My Evaluations

[STSININT:

Chrys, you have successfully registered for the following course and session.

Return to Catalog

Wed Aug 20, 2008 08:00 AM - 04:00 PM  AEROSPACE. DRAFTING, VOCh2184 285218401
PRINTING GRAPHICS

Registration for Session Successful

Enrolled

Click on the | My Current Schedule | ap 1o track workshops for which you
have already registered.

Chiys, welcome to your course schedule,
If you are on a waiting list for any courses. you will be notified via amail should thosa courses become available.

Click on the Sesslon # link for detalled Infermatlon on Instructors, fees and credits. *@ Q

~ Course¥#
Click TLABSD04 Cowvey Trainng (7 Habits: of Fighly ESectie Peopie) 288500401
Rt Location 201520 - Prject Enlightenment
Date & Time Mon Aug 10, 2008 06:00 AM - 04:00 FM
Mon Aug 25, 2008 08:00 AM - 4:00 PM
Click VOC52184 AEROSPACE. DRAFTING, PRINTING GRAPHICS 285218401
D:_:’lp Location

Dane & Time Wed Aug 20, 2008 08 00 AM - 04 00 PM
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eSchools for New Employees

QUESTIONS ANSWERS

6. How do I drop | click on the | My Current Schedule | ta to see workshops for which you have
aworkshop for already registered.
which I'm Click

. o to
registered’ Click on the Lree |ink to the left of the workshop Course #.

@ Waskly Calandar View @ Monthly Calandar Visw @ SeitPaced Sesions  § View Unosid Cowss

Chrys, walcome to yaur coursa schaduba.
f you e on @ waiting list for any courses, you will b notified via emal should those courses become available

Click on the Session # link for detailed information on instructors, fees and credits. »E}_ Q

Schedule
. Course®  CouseTi®e  Session®
Click TLABS00 Covey Training (7 Habits of Highly Efiectne Peopiz) 268500401
Do Location 520/420 - Project Enlghtenment

to & Time Mon dug 18, 2008 03:00 AM - 04:00 PM

Man Aug 26. 2000 03:00 AM - 04:00 PM

Cligk VOCRYH 184 AEROSPACE, DRAFTING, PRINTING GRAPHICS 285218401
E’” Location

Date & Time Wed Aug 20, 2008 08.00 AM - 04.00 PM

Click on the | 725 putton.

*electronic

ONLINE

Home Course Catalog LRl GL RIS EL NN My Transcript My Profile My Programs

If you drop to register for another session, that session may already be full.
Are you sure you want to drop?

The workshop information will be removed from your schedule.

¥ 1 ranscrip
check my Click on the tab at the top of the page.

transcriptin

Schools? Your transcript will appear below. Courses are arranged according to the
eSchools~

type of credit that they have offered (e.g. Technology, Standard, Reading,
etc.)

This is your professional development history. Select a date range below to display only that time period.
Click the Certificate link next to a course to view a certificate of completion far that course in a new window.

Date Range: From Hj To| ‘El[ Display | [_Print Report

(MDD YY) (MMDDAY YY) Please enter dates on the left
or the system default will be used.

Wiew No Shows

Certificate  FIN1541 27154105 Budget Manager Cerification Jan 18, 2008

Completed
No Teacher Renewal Credit Offered for this Session

San Antonio, Texas Electronic Registrar Online-Users 0.00 18.00 Apr 26, 2006
Conference 2006

Magret Resource Center, 7 Habits of Highly Effective People- 0.00 24.00 Mar 30, 2007

wirDee Trninar Dol erkificotinn

Enter a date range in the From and To fields.
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eSchools for New Employees

ANSWERS

Date Range: From 7ptons || | Tolmmiance | | isplay |

(MMDDN YY) (MDD Y Please enter dates on the left
or the system default will be used.

Click on the __PintReport ] pytton,
At the next window, just click on the button at the bottom.

My Transcript Back to My Transcript}
Contents: A printable version of your transcript

Record Selection

Registration Status; | Aftended v

Credit Type Name I e

Fields To Display

Grades Curriculum Category: [ District Address: [J

Course Code: SRN Hire Date: [
Hours: Course Title Start Date: [J

Totals Completed Date: Certification Area & Dates: [

Credits Late Drop Details: [ Total Late Drops: (]

Total Registered Mo Show Details: [ Total No Shows: []

[Format Options:

Report Title: [My Transcript b |

Output Farmat: | Adobe POF ¥
‘iew Feport

This will create a .pdf file of your transcript for easy printing.

Wake County Public School System
My Transcript

Hame

Chrys Browne

905- Stalf Development

Officials- Adminisirators- Managers

People Status: Active

Regisirant Type: Support Sch Based/Central Ofice Fullime Perm 75% to 100%
Regquirements
None

Course#  SRN Course Title Crodits  Hours Completed Siatus
FINISHT 27154105 Budgst Manager Certficaton 000 000 DVIEZ008 Aftended
Completed 000 0.00

Ho Teacher Renewal Credit Offered for this Session

Course#  SRN Course Title Credits  Hours Completed Status
Magnet Resowrc Center, 7 Habits of Highly Effective Peaple- Trainsr 000 2400 03302007 Atended
WOPSS ReCertfication

San Antonio, Texas Elactronic Registrar Online-Users Conference 2006 000 1800 Q4OS006 Atended

Completed 000 4200

Standard Renewal Credits
Cowse#  SRN Course Title Credits  Hours Completed Status
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8. What if | forget
my PIN?

A. Click on the
Forgot your
PIN? link at the
eSchools log in

page.

B. Open your
Lotus Notes (e-
mail) account.

You'll get a confirmation message that tells you that your PIN has been sent
to your WCPSS email address.

Click on the [I button.

Open your Lotus Notes e-mail account. Click on the message from

EROAdmin
Welcome LETIRY [ Calendar To Do Contacts Notebook m Doming
My Mail Inbox Mail file: I:I 10%
&Inbox g |_—z"|v - &gjly - .&:@ley To All - .ESward - El - Fﬁ - Mark As = gl 1
A
_jDrafts Sender Subject ~ Date
sent EROAdmin PIN Review e-mail Message
F}Fo\low Up

The e-mail message will identify your 4-9 digit PIN number.

eSchools for New Employees

ANSWERS

Get to the electronic registrar online login page.
Click on the text link for Forgot your PIN?

il WAKE COUNT *electronicregistrar

PUBLIC SCHOOL SYSTEM

Bookmark this page
Welcome to the Electronic Registrar Online
Wake County Public School System (If this is not your district, clic
Legin Don't have a PIN? | Forgot your Pl
User ID
PIN

Type in your 6-digit WCPSS employee number.
Click on the [ Email PIN ] button.

Il WAKE COUNTY R G ey

LINE
PUBLIC SCHOOL SYSTEM

Welcome to the Electronic Registrar Online
Wake County Public School System (If this is not your district, click here.)

Enter User ID and click §m 0 have your Fi to you.
UserlD (sesses Email PIN

Windows Internet Explorer

! An email containing your PIM has been sent to the Following email address: chrowne@wepss,net,
LY

07/19/08 01:
Janice Shearin Clerical Institute & Stretching for Wellness classes 07/18/08 05:

1) Rebecca Hargraves updated spreadsheet
)

LAl Documents
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eSchools for New Employees

QUESTIONS ANSWERS
{new= [Zlreply - (E]Reply To all v [G]Foruard + -8 78 m Mora~ 32 4 @
From: EROAdmin@eschoolsolutions.com
To: . - /—— _. JWCPSS@Staff
Date: Sunday, July 20, 2008 03:03PM
Subject: pIN Review e-mail Message
To login, gr; to: http://erc.eschoolsclutions.com/user/Login.taf?orgId=4235
To login with your PIN, click on the blue link to eSchoolSolutions.
9. Who uses All active employees in WCPSS. This includes all teachers, administrators,
eSchools? clerical support staff, teacher assistants, custodians, transportation staff,
child nutrition staff, etc.
Retired or former WCPSS staff can still access transcript information on
eSchools even after they leave; however, they are not able to register for any
workshops once they've left WCPSS.
10. What e Basic employee profile information (name, job title, location, etc.)
information does e Registration records for trainings/meetings held in WCPSS.
eSchools e Attendance records for trainings/meetings held in WCPSS.
contain? ¢ Evaluation records for all trainings/meetings held in WCPSS.
e Transcript records for University/College/Community College courses
completed by employees.
o Credits for training taken outside of WCPSS.
11. Who is in The Organizational Development & Support office at the Webster Center in
charge of Cary is charged with maintaining all data in ERO. T: 919.858.1675
eSchools?

“Managers” in eSchools.

ODS trains 1-2 staff at each school and in Central Service departments as
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12. How can | get

credit on my
transcriptin
eSchools for
credits | earn
outside of
WCPSS?

*SDC = Staff
Development
Contact (person
at each school
who is
responsible for
eSchools -
usually an IRT,
CDC, or
assistant
principal.)

eSchools for New Employees

ANSWERS

1.

Credits earned during previous employment in another school
district.

Send a transcript (no handwritten transcripts!) from previous employer
directly to Organizational Development & Support at the Webster
Center.

University, college, community college credits.
Send a copy of an OFFICIAL transcript from the institution directly to
Organizational Development & Support at the Webster Center.

Training done at my school with a group of my colleagues.
Register in eSchools for any school-based courses in which you will
participate. Your SDC* will enter your attendance for the session.
You will complete the on-line evaluation of the session and then your
credit will appear on your transcript.

A Collaborative Studies among my colleagues.

Submit the “Prior Approval for Collaborative Study” form to your
principal. With prior approval, complete the study with your
colleagues.

After successful completion, submit proof of completion to your Staff
Development Contact. The SDC will enter your credit into eSchools.

A Non-WCPSS workshop, for example:
e summer institutes or workshops

e workshops offered outside of WCPSS

» Professional conferences

e NCCAT

e Workshops at DPI

¢ Non-transcripted credits

Submit a “Prior Approval for Non-WCPSS Workshop” form to your
Principal or SDC before attending the event. Attend the event.
Submit proof of completion to your SDC after the event. The SDC will
enter your credit as Transfer Credit after the successful completion of
the event.
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